fvsr^^c 


I 


Ministry  of  the  Environment  and  Energy 
Communications  Branch 


for 
Writing 
Scientific 
Reports 


August  1 997 


© 


Printed  on  recycled  paper 


PIBS3582E 


Contents 


Foreword , 4 

What  these  guidelines  can  do i 

Part  One:  Anatomy  of  a  report  1 

Front  matter 1 

Report  cover 1 

Tide  page 2 

Tide     2 

Abstract .5 

Table  of  contents 5 

List  of  tables  and  list  of  figures 7 

Preface/acknowledgements/disclaimer   7 

Key  to  abbreviations,  acronyms  and  symbols .7 

Executive  summary 7 

Body   9 

Introduction 9 

Main  text 9 

Tables 10 

Visuals 14 

Conclusions  and  recommendations 14 

Back  matter 17 

Bibliography   17 

References 17 

Glossary  of  terms 20 

Appendices 20 

Errata  sheets 20 

Part  Two:  Writing  and  producing  reports   .22 

Getting  started 21 

Principles  of  plain  writing .22 

Producing  the  report 26 

Introduction 26 

Physical  format   .26 

Pagination 27 

Final  editing  and  proofreading  checklist 27 


Foreword 


Scientific  reports  are  one  of  the  ministry's  primary  tools  for  educating  the  public  about 
ministry  programs  and  activities.  The  Ministry  of  Environment  and  Energy  publishes  about 
250  scientific  reports  each  year,  which  are  distributed  to  the  media,  government,  private  indus- 
try, environmental  groups,  educational  institutions  and  interested  members  of  the  public.  The 
majority  of  these  reports  {about  150)  are  Green  Cover  reports,  which  contain  information  or 
results  of  general  interest  investigations.  News  releases  accompany  the  release  of  some  Green 
Cover  reports  and  some  Grey  Cover  consultants'  reports.  Other  types  of  scientific  reports 
the  ministry  publishes  include  reports  and  scientific  papers  intended  for  publication  in  jour- 
nals and  internal  scientific  reports.  Most  of  the  people  who  read  these  reports  do  not  have 
the  same  degree  of  technical  expertise  as  the  authors.  These  guidelines  are  intended  to  help 
make  the  reports  we  publish  as  dear  and  concise  as  possible  to  allow  these  readers  to  under- 
stand and  benefit  from  the  information  in  the  reports.  Any  comments  or  suggestions  that  will 
make  the  guidelines  more  effective  are  most  welcome.  Please  send  your  suggestions  to  the 
Director  of  the  Communications  Branch. 


What  these  guidelines  can  do 


1.  Produce  reports  which  are  as  clear  and  concise  as  possible  for  all  potential 
readers. 

2.  Improve  the  accuracy  of  reports. 

3.  Improve  the  consistency  of  reports. 

4.  Expedite  the  process  of  writing  a  news  release  and  releasing  the  report 


How  to  use  report  guidelines 


These  guidelines  should  make  the  job  of  the  report  writer  easier.  They  are  geared  primarily 
to  the  writing  of  green  and  grey  cover  reports,  although  some  of  the  information  may  be 
applicable  to  writing  other  kinds  of  reports.  If  any  of  the  suggestions  in  the  guidelines  are  not 
appropriate  to  your  specific  application,  don't  follow  them;  common  sense  should  prevail. 


Part  One:  Anatomy  of  a  report 


The  primary  purpose  of  a  report  is  to  provide  decision-makers  with  information  about  a 
situation,  investigation  or  project 

This  section  examines  the  various  parts  of  a  standard  scientific  report  More  general  sugges- 
tions about  how  to  write  as  clearly  as  possible  are  provided  in  Section  Two. 

Reports  are  usually  divided  into  three  parts: 

•  front  matter 

•  the  body 

•  back  matter 


Front  matter 

The  front  matter  serves  as  a  guide  to  the  contents  of  the  report  Front  matter  includes  (in  the 
usual  order  of  appearance): 

■  the  report  cover 

•  title  page(s) 

•  table  of  contents 

■  list  of  tables 

•  list  of  figures 

•  abstract 

•  executive  summary 

•  preface 

Front  matter  may  also  contain  acknowledgements,  disclaimers,  keys  to  abbreviations, 
acronyms  and  symbols. 


Report  cover 

The  cover  page  for  most  ministry  reports  contains  the  fohowing  information: 

•  full  tide  of  the  report 

•  month  and  year  the  report  was  printed 

•  ministry's  name  and  logo 


The  cover  page  is  prepared  by  the  creative  services  section  of  the  Communications  Branch. 
Special  reports  which  are  part  of  ministry  programs  (such  as  MIS  A}  have  their  own  cover 
design.  Reports  prepared  by  consulting  companies  or  other  outside  agencies  for  the  ministry 
have  specific  requirements.  Refer  to  page  7  for  details. 


Title  page 

The  title  page(s)  for  ministry  reports  should  contain  the  following  information: 

ISBN  number  in  top  right  hand  corner 
report  tide  in  capital  letters,  centred 
report  prepared  by: 

•  author(s) 

•  originating  region  or  branch 

•  month  and  year  the  report  is  released  (not  the  date  report  is  submitted  to  the 
Communications  Branch) 

•  Copyright  information 

•  PIBS  number 

Tide  pages  are  produced  by  creative  services.  Authors  should  supply  all  of  the  information 
above  except  for  copyright  information,  ISBN  and  PIBS  numbers. 

Normally  the  Communications  Branch  will  provide  the  release  date. 


Title 


The  report  tide  serves  three  basic  functions: 

*  indicates  the  subject 

*  suggests  the  project's  scope 

*  attracts  attention 

The  tide  of  a  report  should  give  readers  a  clear  indication  of  the  subject  matter.  Tides  are 
important  because  researchers  often  have  access  to  report  tides  only  and  must  base  their  deci- 
sion to  read  a  report  on  the  tide  alone. 


>  Tips  for  titles 


Should  describe  report  subject 

Should  be  concise  and  parallel  in  structure  {for  tides  in  a  series) 

May  be  divided  into  two  parts  -  the  main  title  followed  by  a  colon  and  a  subtide 

Should  not  contain  acronyms  -  program  names  should  be  spelled  out  in  full 

Should  be  neutral  in  tone 


Sample 


ISBN  0-7778-6500-9 


THE  LITTORAL  ZONE  BENTHIC  MACROINVERTEBRATE 

COMMUNTTIES  OF  S  LOW  ALKALINITY  LAKES 

AND  12  LOW  TO  MODERATE  ALKALINITY  LAKES 

IN  SOUTH-CENTRAL  ONTARIO 


JULY  1997 

€/ 

Cette  publication  technique 
n'est  disponible  qu'en  anglais. 

Copyright:  Queen's  Printer  far  Ontario.  1997 

This  publication  may  be  reproduced  for  non-commercial  purposes 

with  appropriate  attribution. 
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Dorset,  ON,  Canada  POA  1E0 

*SMD  Technical  Services 

P.O.  Box  331 

Dorset,  ON,  Canada  POA  1E0 


Abstract 

Reports  which  are  longer  than  five  pages  should  have  an  abstract  An  abstract  briefly  describes 
the  contents  of  a  report,  giving  enough  information  for  prospective  readers  to  determine  if 
they  should  read  the  entire  report.  Conference  planners  read  abstracts  to  decide  whether  to 
accept  or  reject  reports  for  presentation. 

Abstracts  are  not  the  same  as  executive  summaries;  they  are  much  shorter. 


>  Tips  for  abstracts 


Should  be  written  for  reports  which  are  longer  than  five  pages 

Should  briefly  describe  subject  matter  of  the  report  and  provide  some  idea  of  the 
scope 

Should  not  exceed  250  words 

Should  mention  report  findings  or  conclusions 

Should  be  written  in  plain  language  that  a  general  readership  can  understand 


Table  of  contents 


The  table  of  contents  is  a  guide  to  the  report  Reports  which  are  ten  pages  or  longer  should 
have  a  table  of  contents.  All  elements  of  a  report  should  appear  in  the  table  of  contents. 

The  table  of  contents  reflects  the  three  sections  of  a  report:  front  matter,  body  and  back  matter. 
Front  matter  is  numbered  with  lower  case  roman  numerals,  the  body  and  ail  of  the  back  matter 
except  the  appendices  with  arabic  numerals.  The  appendices  are  numbered  separately. 
Pagination  is  discussed  on  page  27  of  this  manual. 

Information  is  generally  divided  into  levels  or  subheads.  These  levels  are  usually  shown  by 
different  degrees  of  indentation.  Other  ways  to  differentiate  the  levels  are  shown  in  the  style 
books  listed  at  the  end  of  this  manual.  Many  word  processing  packages,  including  WordPerfect 
include  functions  which  allow  a  writer  to  set  up  a  table  of  contents  and  pagination  very  easily. 

The  example  following  shows  how  a  table  of  contents  is  structured.  Other  elements  may  be 
added  to  the  table  as  necessary. 


>  Tips  for  tables  of  contents 


•  Indicate  subheading  (divisions  and  subdivisions)  either  by  indentation  or  type 
face  or  a  combination  of  both 

•  Keep  the  table  as  brief  as  possible,  while  ensuring  it  is  also  complete 

•  Make  sure  tides  are  identical  to  corresponding  tides  throughout  the  report 

•  Make  the  structure  of  tides  parallel 

Parallel  structure  -  consistency  in  the  format  of  like  elements  -  should  be  used  throughout 
the  report  for  tides,  lists,  tables  and  organization.  Refer  to  page  23  for  a  discussion  of  parallel 
structure. 


Table  of  Contents 

Sample 

Executives 
Listof  ftgu 
Listof  tab! 
List  of  appi 
Glossary  . 
Answers  to 
Section  1: 
Section  2: 
Section3: 
Section  4: 
Sections: 
Section  6: 
Section  7: 
Section  8: 
Section  9: 
References 
Index  .  .  . 

Introduction 

Communication 

Restoration  approaches    .  .  . 
Background  approach   .... 

SSRA  approach 

I  .and  use  planning 

« 

Gukleme  fefUmt  Contzmnatod  S*» 

List  of  tables  and  list  of  figures 


Scientific  reports  which  contain  more  than  four  tables  or  four  figures  in  the  main  body  of  the 
report  should  include  a  list  of  tables  and  figures.  Tides  or  numbers  of  the  tables  and  figures 
should  be  listed  along  with  the  page  on  which  they  are  found.  Refer  to  page  10-11  for  a  dis- 
cussion of  numbering  tables  and  figures. 


Preface/acknowledgements/disclaimer 


You  may  include  a  preface  in  your  report  if  you  want  to  provide  information  about  the 
purpose  or  scope  of  the  study  which  is  not  contained  in  the  body  or  introduction  of  the  report 
The  preface  may  also  contain  acknowledgement  of  help  received  on  the  project 

Acknowledgements,  particularly  if  they  are  lengthy  or  significant,  may  be  presented  in  a 
separate  section. 

Some  reports,  particularly  those  written  by  consultants,  may  require  a  disclaimer  like  the  one 
below.  The  disclaimer  should  be  on  a  separate  page. 


Consultant's  disclaimer 


This  report  was  prepared  for  the  Ontario  Ministry  of  Environment  and 
Energy  as  part  of  a  rninistry-funded  project  The  views  and  ideas  expressed 
in  this  report  are  those  of  the  author  and  do  not  necessarily  reflect  the  views 
and  policies  of  the  Ministry  of  Environment  and  Energy  nor  does  mention 
of  trade  names  or  commercial  products  constitute  endorsement  or  recom- 
mendation of  their  use. 


Key  to  abbreviations,  acronyms  and  symbols 

A  report  which  contains  many  abbreviations,  acronyms  and  symbols  will  be  easier  for  most 
readers  to  understand  if  you  provide  a  key.  These  keys  should  appear  just  before  the  execu- 
tive summary. 


Executive  summary 


Reports  with  a  body  which  is  longer  than  ten  pages  should  have  an  executive  summary.  The 
primary  purpose  of  executive  summaries  for  Ministry  of  Environment  and  Energy  scientific 
reports  is  to  make  them  understandable  to  readers  who  are  not  experts  on  the  subject  material. 

An  executive  summary  should  give  readers  all  the  information  they  need  for  a  basic  under- 
standing of  the  report.  Readers  who  want  more  detail  can  then  refer  to  the  relevant  sections 
of  the  report. 

The  outline  below  may  be  helpful  in  preparing  executive  summaries. 


Outline  for  executive  summaries 

1.  Opening  statement  (summary  of  basic  message  or  primary  finding  of  the  report) 

2.  General  statements  about  secondary  findings 

3.  Purpose  of  the  study,  date  study  is  conducted,  organization  that  conducted 
the  study  or  wrote  the  report 

4.  More  detailed  information  about  the  opening  statement 

5.  More  detailed  information  about  the  secondary  findings 

6.  Report  highlights 

7  Major  report  conclusions  and  recommendations 

8.  Background  information  on  ministry  programs  related  to  the  report  or  statement 
about  other  reports  if  this  is  one  of  a  series 

The  reader  is  the  most  important  person  to  keep  in  mind  while  writing  an  executive  summary. 
Generally,  most  readers  are  interested  in  information  about  potential  damage  to  human  health, 
followed  by  potential  or  current  damage  to  the  natural  environment  Economic  and  political 
factors  are  also  of  interest  Readers  are  also  interested  in  provincial  water  quality  or  air  qual- 
ity guidelines  and  cases  where  criteria  have  been  exceeded. 

Executive  summaries  should  give  readers  an  idea  of  the  study  results.  Be  specific  and  accurate 
without  being  overly  technical.  General  words  such  as  high,  moderate  or  low  can  give 
misleading  or  alarming  impressions.  Put  the  results  in  perspective,  supported  by  data  where 
feasible.  The  first  sample  below  implies  a  pollution  crisis  without  any  frame  of  reference  or 
context  The  second  example  is  much  more  specific. 

Example  One: 

The  ministry  found  high  levels  of  suspended  particulates  of  pollutant  X  near  ABC  Abrasives. 

Example  Two: 

The  survey  found  suspended  particulate  levels  up  to  480  micrograms  per  cubic 
metre  {  pg/m3  )  near  ABC  Abrasives  Ltd.  The  ministry's  objective  for  suspended 
particulates  is  120  pg/m3. 

Executive  summaries  should  be  written  in  plain  language.  If  technical  or  scientific  terms  are 
necessary,  try  to  explain  their  meaning  in  simple  language  at  first  reference  and  consider 
providing  a  glossary  of  terms. 


>  Tips  for  executive  summaries 


Should  be  written  for  reports  which  are  longer  than  ten  pages 

Should  supply  all  the  information  required  for  a  basic  understanding  of  the  report 

Should  be  written  in  plain  language 

Should  be  written  after  the  report  is  completed 

Should  refer  only  to  information  which  is  contained  in  the  report 

Should  define  any  acronyms,  abbreviations  or  technical  terms  used 

Should  be  no  longer  than  five  pages  or  about  five  per  cent  of  the  length  of  the 
main  body  of  the  text 


O      Body 


The  body  of  the  report  contains  all  the  information  readers  need  to  gain  a  complete  under- 
standing of  the  report.  Elements  in  the  body  of  the  report  include: 

•  the  introduction  or  background 

•  tables  and  visuals 

•  the  report  conclusions  and  recommendations 

•  the  main  text 


Introduction 

An  introduction  may  be  used  to  establish  a  frame  of  reference  of  context  for  readers.  If  the 
information  in  an  introduction  is  included  in  another  section  of  the  report  (for  example, 
the  preface  or  foreword)  you  don't  have  to  restate  it  in  an  introduction.  If  you  do  include  an 
introduction  in  your  report,  you  should  keep  it  concise. 


>  Tips  for  introductions 


Should  state  subject,  purpose  and  scope  of  a  report 

Should  present  key  idea  in  opening  sentence 

Should  provide  background  information  needed  to  understand  context  of  the 
study 

Should  make  reference  to  related  policy  and  programs 

Should  be  concise 


Main  text 


The  main  text  of  a  report  provides  details  of  the  methods  used  in  a  study  and  the  observations 
or  findings.  The  main  text  includes  the  significance  of  the  observations  and  usually  includes 
tables  and  visuals  to  support  the  text.  Supporting  or  highly  detailed  information,  such  as  data 
sets  and  field  notes,  should  be  placed  in  an  appendix. 

Each  section  of  the  main  text  should  make  sense  on  its  own.  Readers  should  not  have  to  read 
the  entire  report  to  understand  in  individual  section. 

Three  basic  formats  are  commonly  used  to  organize  information  in  a  report: 


•  building  block 

•  straight-line 

•  inverted  pyramid 

One  report  may  combine  all  three  formats. 


The  building  block  format  presents  information  according  to  levels  of  complexity,  taking  the 
reader  from  basic  to  more  complex  information  in  a  logical,  step-by-step  fashion  through  to 
the  conclusions  and  recommendations. 

The  straight-line  format  presents  information  in  either  chronological  or  numerical  order,  or 
the  order  in  which  steps  were  taken. 

The  inverted  pyramid  format  presents  information  according  to  its  importance.  The  most 
important  information  comes  first 

The  building  block  and  straight-line  formats  are  the  most  commonly  used  in  scientific  reports. 
The  inverted  pyramid  is  usually  most  appropriate  for  the  executive  summary. 

The  text  of  reports  is  generally  broken  down  into  smaller,  manageable  units  called  sections 
and  subsections  or  heads  and  subheads.  Subdivisions  help  readers  recognize  main  topics  and 
indicate  major  topic  changes. 

Most  reports  need  three  levels  of  information,  although  particularly  long  and  complicated 
reports  may  require  up  to  five  levels. 

Readers  should  be  able  to  distinguish  easily  the  different  levels  of  information.  Bolding, 
italics,  capitalization,  underlining  and  indentation,  used  either  individually  or  in  combination, 
can  be  used  to  divide  text 

Some  scientific  reports  use  numbers  only  to  identify  sections  in  the  report  The  most  common 
numbering  system  consists  of  the  chapter  or  section  number,  a  decimal  point  and  the  number 
of  the  subsection.  For  example  chapter  2,  section  4  would  be  2.4.  Further  subdivisions  would 
be  written  as  2.4.1,  etc. 

Parallel  structure  applies  to  headings.  All  heads  at  the  same  level  should  look  the  same;  that 
is,  all  primary  heads  in  bold  upper  case  letters.  The  names  of  heads  should  contain  the  same 
parts  of  speech  in  the  same  order.  Refer  to  page  23  for  more  information  on  parallel  structure. 


>  Tips  for  the  main  text 


Should  contain  all  information  required  for  a  full  understanding  of  the  report 

Should  not  contain  supporting  or  supplementary  information 

Should  be  divided  into  manageable,  self-contained  units 

Should  be  divided  into  heads  and  subheads 

Should  have  head  and  subhead  tides  which  are  parallel  in  structure 


Tables 


Most  scientific  reports  use  tables  extensively.  Well-designed  and  constructed  tables  make  a 
report  more  readable.  An  effective  table  can  make  a  point  quickly  and  clearly. 

Generally,  tables  in  reports  published  by  the  rninistry  should  be  designed  for  all  potential  read- 
ers. Data  sets,  particularly  data  sets  which  are  contained  in  appendices,  are  an  exception  to 
this  suggestion. 
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All  tables  should  be  numbered  in  the  order  in  which  they  appear  in  the  text  When  sets  of 
tables  are  presented  in  a  report,  you  can  use  letters  to  identify  each  set  (eg.  Table  1-A,  Table 
1-B).  When  large  numbers  of  tables  are  included  in  a  report,  you  can  number  tables  accord- 
ing to  chapter  or  section  (eg.  Table  1-1,  1-2  for  tables  in  section  one). 

Tables  should  have  titles  which  identify  the  subject  Tides  should  be  brief  and  should  not 
provide  background  information  or  refer  to  results. 

Tables  have  at  least  two  columns,  and  usually  more.  Each  column  across  the  top  of  a  table  has 
a  tide,  also  known  as  a  head.  Heads  should  be  brief  and  understandable  to  all  readers. 

The  left-hand  column  is  called  the  stub.  It  is  a  vertical  listing  of  categories,  which  may  also 
have  headings.  Stubs  should  be  brief  and  understandable  to  all  readers. 

The  unit(s)  of  measurement  should  be  prominendy  displayed  on  the  table.  The  location  of  the 
units  can  vary,  as  long  as  it  is  clear. 

If  the  table  has  only  one  unit  of  measurement,  you  can  note  it  below  the  tide  in  parentheses. 

For  the  sake  of  clarity,  don't  use  different  units  of  measurement  in  one  column  or  one  row. 
The  unit  of  measurement  used  in  a  table  should  always  be  clear  to  the  reader. 

The  numbers  in  a  table  should  be  placed  in  context  for  readers  to  understand  them.  Many 
ministry  studies  are  carried  out  to  determine  whether  environmental  standards  have  been 
exceeded.  If  ministry  or  other  government  standards  apply,  make  sure  the  standards  are 
displayed  on  the  table,  or  make  sure  the  reader  is  told  where  to  find  the  standards  in  the  report- 
In  reports  with  numerous  tables,  a  summary  table  is  an  effective  way  to  illustrate  some  basic 
findings  in  the  report  Summary  tables  save  time  for  readers  and  help  support  a  report's 
conclusions. 


>  Tips  for  tables 


•  Make  tables  as  simple  and  clear  as  possible 

•  Give  tables  a  tide  and  a  number  -  number  pages  sequentially  throughout  the  text 

•  Give  tables  concise  tides 

•  Keep  tides,  heads  and  stubs  consistent  and  parallel  in  structure 

•  Provide  a  key  at  the  bottom  of  tables  which  use  scientific  notations  and  terms 

•  Use  only  one  unit  of  measurement  per  column 

•  Show  the  value  of  ministry  guidelines  or  objectives  on  the  table  or  below  the 
table  if  possible 

•  Highlight  values  which  exceed  guidelines  or  objectives  by  underlining  them  or 
by  using  bold  type 

•  Provide  column  totals  where  this  information  is  helpful 

•  Use  summary  tables  as  much  as  possible 

•  Place  tables  as  close  as  possible  to  the  relevant  section  in  the  text 

Refer  to  the  Chicago  Manual  of  Style  for  more  detailed  information  on  table  construction.  The 
WordPerfect  function  mentioned  above  to  design  a  table  of  contents  is  equally  useful  for 
constructing  tables. 
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Table  Al:  Summary  of  approvals  information 


SITE   ACTIVITY 

ENVIRONMENTAL  PROTECTION  ACT 

ENVIRONMENTAL 
ASSESSMENT  ACT  ' 

SECTION  • 

APPROVAL 

FOR  AIR 

EMISSIONS  ' 

PARTV 

FART 
VIII 

WASTE 
GENERATOR 

DEGIST  RATION 

PCB 
OJllt 
HI' 

ONTARIO 

WATBR 

RESOURCES 

ACT 

WASTE 
SITE 

WASTE 

SYSTEM  " 

Eiciv J  processing  of  an-iiie 
cootsmlnitcd  soiVdeinollUon  '* 

talk 

Possible 

No 

No 

Possible 

Possible 

Possible 

No 

Dispose]  of  coauminmled  soil  to 
approved  off-tile  facility 

No 

No 

Yes 

No 

Poutbte 

Pouible 

No 

No 

1    EaibUjhlng  Isndftll  facility  for 
1    djipoul  of  conUminaled  toil 

1      ■  hU  wu[£/liqtiUI 
0       ooh-Iulz  solid  H0.000aim 
<4O,0C0  H  •> 

Possible 
Pottible 
Possible 

Y«' 
V«' 
Y»"' 

Yet 

No 

Ytt 

No 
No 

Pottible 
No 
No 

Pouible 

Possible 

Possible 

Ytt 

Ye. 

Possible  * 

1     Eslsbllshlng  a  Mon|tAnntfer 
1    facility  for  OMuraloited  soil 
1    -  2300  tonnes  per  day 
|     ■   <3O0  locoes  per  diy 

Possible 
Powlbk 

Yu' 

Yes" 

Ym 

Ya 

No 
No 

Pottible 

Possible 

Pouible 

Possible 

Possible 
Foul  bit 

Ya 

Possible' 

I  EjublUnliii  >  pcmuECni  fedlity 

II  for  urstmeni  of  cotiismlneted  toil 

I  £200  toanes  per  dty  * 

II  -   <200  loooes  per  diy  ' 

Possible 

Pottible 

Ye,' 
Y«" 

Ya 
Yet 

Ho 

No 

Possible 
Possible 

Pouible 
Pouible 

Pouible 
Possible 

Yee 

Pouible' 

I    StubllsJilng  ■  mobile  bdlhjr  Tor 
|    iruinKot  of  conUmloaied  toll 

Pc  dibit 

Y««*' 

Y« 

No 

Possible 

Possible 

Fusible 

Possible' 

N     E«sblishin|  frouodwsler 
U     irejlmeat/diBponi  sysleros 

PmjIMo 

Possible 

Possible 

Possible 

Possible 

Possible 

Ym" 

Pouible' 

footnotes  mr«  on  the  following  page 
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Table  8c:  Roles  and  responsibilitief  for  different  restoration  approaches 


CodDduttuD 

Gcrjenc  approach 

Foil  dap*  apian 

(•of) 

Genenc  approach 

RBHBPJ  option 
(soil) 

Rok  of  proponent*-' 

(pnvKc  of  ptibbc) 

*/  provide  Reoonl  of  Ste 

CrmttkmfRSOtoMOEEonJy 
if  remedial  woitwH 
uoocilBkeu 

S    provide  RSC  to  MOEE  on 
fnrnplrtim  of  process 

Roic  of  TTBmtCiptfaTy 

/    Iwxi-QSt  permits  md  plannmg 
tpprormli  if  reejunrd 

S   bnd-oK  pemati  end  IsaajafjMj 

Rote  of  MOEE1 

■/    provide  nnerprttxtioa  of 

S  provide  inttiuremion  of 
glwlrline  as  reuuiml 

•   issue  S  1  *  order  tod  provide 
Cciiifii  arp  of  PrebibitHfi 

Arfmm  rwj  iuvc  measures 

Record  keeping 

^    prc^oocnt  provide*  RSC  and 

reams  reports 
y    MOEE  receives  RSC 

•"  propaocnirmwiuc.R5Ctod 

renins  reports 
•    MOEE  receives  RSC 

Registration  on  hoe 

•     aai  reauired  for  SiD  depth 

MadMk* 

/   proponcm  registers  CerSfioa 
of  Prohjbrrjon  on  tide  to  lad 

MOEE 

Reponin*  id  MOEE  *■ J 

•   at  Step  4  of  guideline  praees 

S   ■  Step  4  of  guideline  process 

Technical  review 

MOEE  review' 

*     net  aoanaUy  required 

Pea  review 

•     not  required 

•     Dot  required 

1     Other  approaches  ere  and  on  Tables  Sb  ind  gd. 

MOEE  rata  be  notified  forthwith  if  ate ...1—1^  „  causing,  or  a  laxly  tn  tiit-.  m  advene 

eaviromneotil  effect  Reports  may  be  requested  by  MOEE. 

The  Record  of  Sot  Condition  is  Dot  required  if  nfc  restorahcn{reexedial  wane)  wat  not  ■nderodnai. 


Guidalna  for  U»t  tl  Comamnaax!  Stei 


13 


Visuals 

Visuals  include  drawings,  charts,  pictures,  blueprints,  diagrams  and  graphs.  They  often  make 
a  point  more  effectively  and  concisely  than  written  explanations.  Visuals  can  make  statistical 
and  numerical  information  more  understandable  for  readers  without  a  scientific  background. 

Visuals  should  be  as  simple  and  as  clear  as  possible.  Try  to  avoid  large  fold-out  maps  and 
diagrams  because  they  create  production  problems  and  add  substantially  to  printing  costs. 

Give  illustrations  a  brief  title  and  a  number  to  allow  easy  reference  in  the  text  Refer  to  visu- 
als as  figures.  For  example,  Figure  5.2:  Map  Showing  Boundaries  of  the  Humber  Watershed 
would  be  the  second  visual  in  the  chapter  or  section  5  of  the  report 

Labels  should  identify  the  type  of  visual  (map,  diagram,  etc.)  And  are  usually  placed  below 
the  visual.  However  you  do  it,  it  should  be  consistent  throughout  the  report 


>  Tips  for  visuals 


*  Use  visuals  to  enhance  clarity  whenever  possible 

•  Keep  details  to  a  minimum 

•  Include  a  key  at  the  bottom  of  visuals  which  use  symbols 

♦  Visuals  as  close  as  possible  to  the  relevant  section  of  the  text 

•  Give  all  visuals  a  title  and  figure  number  located  in  the  same  place  for  all  visuals 
in  the  report 

*  Avoid  large  fold-out  maps  and  diagrams 

*  Specify  proportions  -  use  scales  and  compass  points  for  maps 

•  Make  all  lettering  on  visuals  horizontal 

•  Turn  larger  illustrations  90  degrees  to  the  right  when  they  are  placed  on  their  side 

*  Keep  the  appearance  of  visuals  consistent  -  use  the  same  type  face  for  labels  and 
for  other  information  on  visuals 


Conclusions  and  recommendations 

The  conclusion  section  ties  together  the  most  important  points  in  the  body  of  the  text. 
Recommendations  for  a  course  of  action  are  often  included  in  this  section. 

Readers  should  not  have  to  refer  to  other  parts  of  the  text  to  understand  the  conclusions  and 
recommendations.  Write  conclusions  and  recommendations  for  readers  of  all  knowledge 
levels.  Do  not  introduce  any  new  ideas  in  the  conclusions  or  the  recommendations. 


>  Tips  for  conclusions  and  recommendations 


Conclusions  should  be  listed  in  a  descending  order  of  significance  (the  inverted 
pyramid  format) 

Recommendations  should  follow  logically  from  the  conclusions 

Conclusions  and  recommendations  should  stand  on  their  own 

Conclusions  and  recommendations  should  be  geared  to  readers  of  all  knowledge  levels 


14 


Sample 


8 


Site  assessment 


Figure  8d:  Step  3  -  Remedial  work  plan 


#nri- 


3. 
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►  If  measurable  pesticide  residues  are  present  in  building  materials,  the  reuse 
of  those  materials  must  comply  with  the  requirements  of  the  Pesticides  Act 
(R.S.O.  1990). 


*■    All  reasonable  and  practicable  attempts  should  be  made  to  remove  all  solid 
waste  products  and  phase-separated  liquid  waste  products. 


Pig*S4 


Guideline  for  u»  at  ContwnntM  Stej 
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Mean  Total  Hg  (jjg/g) 
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O       Back  matter 


The  back  matter  in  a  scientific  report  contains  information  which  supplements,  but  is  not 
necessary  to,  the  information  presented  in  the  body. 


The  back  matter  may  include  the  following  elements: 

•  bibliography 

•  glossary  of  terms 

•  references 

•  appendices 


Bibliography 


A  bibliography  lists  all  publications  used  as  reference  material  for  the  report  but  not  cited 
direcdy  in  the  text.  Most  Ministry  of  Environment  and  Energy  reports  do  not  include  bibli- 
ographies. When  a  bibliography  is  used,  however,  it  should  be  the  first  item  in  the  back  matter. 
Publications  are  placed  in  alphabetical  order  by  author  or  editor's  name.  A  publication  with 

no  author  or  editor's  name  is  listed  alphabetically  by  publisher. 

The  bibliography  starts  on  a  new  page.  The  bibliography  and  references  should  use  the  same 
format 


References 

References  identify  sources  of  information,  including  ideas  and  facts,  found  in  the  body.  They 
allow  the  writer  to  support  points  made  in  the  text  References  also  direct  readers  to  further 
information  on  a  topic. 

Footnotes  are  not  normally  used  in  scientific  documents. 

You  may  place  references  at  the  end  of  each  section  of  a  report  or  at  the  end  in  the  back  matter, 
following  the  bibliography. 

Arrange  references  in  numerical  sequence  as  they  are  identified  in  the  body  of  the  report. 

The  most  common  method  of  referencing  material  in  the  text  is  to  place  the  reference  number 
in  brackets  after  the  work  or  idea  cited. 

Another  widely  accepted  way  to  write  references  is  to  place  the  reference  number  flush  with 
the  left  margin,  followed  by  a  period.  The  first  line  of  the  reference  is  two  spaces  from  the 
period  and  the  second  and  subsequent  lines  are  indented.  There  is  normally  single  spacing  for 
all  the  lines  of  one  citation  and  double  spacing  between  each  reference. 

The  Chicago  Manual  of  Style  can  provide  more  detailed  information. 
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the  diameter  of  the  sewer,  with  foil  subsidy  for  pipes  less  than  675  mm  in  diameter,  decreasing  as 
the  sewer  size  increases.  This  policy  pre-dates  the  application  of  the  Inlet  Control  Method. 

Some  municipalities  using  I.C.M.  have  successfully  argu<Kl  that  where  trie  outlet  pipe  fiom  the 
detention  tank  is  less  man  675  mm  in  diameter,  full  subsidy  in  strict  conformity  with  the  basic 
formula  (i.e.  diameter  of  detention  tank),  resulting  in  only  minor  subsidy  for  me  facilities.  As  the 
underground  tank  is  used  in  the  same  capacity  as  a  storm  sewer  (i.e.  both  methods  reduce  storm 
drainage  problems  along  local  streets),  the  detention  tanks  should  be  subsidized  to  the  same  extent 
as  storm  sewers. 

This  inequity  has  led  some  municipalities  to  prefer  sewer  separation,  favouring  the  higher  grant, 
although  net  costs  to  the  municipality  may  still  be  higher.  Tbis  action  wffl  result  in  higher  costs 
being  borne  by  MT.C.  and  ultimately  the  taxpayer. 

Since  overall  emphasis  should  be  made  to  promote  any  alternative  that  will  provide  better  service 
at  lower  cost,  it  would  be  desirable  if  such  alternatives  received  a  higher  rate  of  subsidy  to 
encourage  cost  savings.  An  example  of  this  is  the  policy  of  U.S.-EJ\A.  whereby  innovative 
solutions  approved  by  E.P.A-  as  being  technically  superior  and/or  less  costly  will  receive  a  higher 
rate  of  subsidy.  Furthermore,  no  subsidy  is  provided  for  conventional  solutions  unless  an 
engineering  report  has  verified  that  no  innovative  solution  is  practical.  This  policy  has  had  the 
effect  of  many  improved  techniques  being  developed  and  successfully  applied,  rewarding  progress 
rather  than  penalizing  it 


References: 

1 .  United  States  Environmental  Protection  Agency  (Dec.  1 983)  -Results  of  the  Nationwide  Urban 
Runoff  Program". 

2.  Paul  Theil  Associates  Limited  (unpublished  paper):  "Sewer  Separation  -  Why  does  it  not  meet 

the  expectations''*' 
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Glossary  of  terms 


A  glossary  of  terms  can  make  a  scientific  report  which  uses  numerous  technical  terms  more 
easily  understood.  The  glossary  usually  goes  after  the  references  and  before  the  appendices. 


Appendices 


An  appendix  provides  supplementary  information,  generally  of  interest  to  expert  readers,  at 
the  end  of  a  report  An  appendix  contains  material  which  is  helpful,  but  not  essential  to  a  full 
understanding  of  the  body  of  the  report 

Appendices  may  contain  the  following  types  of  information: 

•  detailed  description  of  methodology  and  equipment 

•  oversize  tables,  maps  and  charts 

•  long  statistical  tables  and  data  sets 

•  calculations 

•  field  notes 

•  laboratory  notes 
■  correspondence 

Each  appendix  should  be  written  as  a  self-contained  unit  with  its  own  page  numbering  system. 

Appendices  should  be  assigned  a  letter,  with  each  page  in  the  appendix  being  numbered.  Refer 
to  the  discussion  of  pagination  on  page  27. 

Tables  and  other  visuals  should  also  be  labelled  according  to  the  appendix  letter.  In  come 
cases,  lengthy  appendices  can  be  published  under  a  separate  cover. 


Errata  sheets 


An  errata  sheet  is  used  to  correct  major  errors  only.  It  is  not  used  to  correct  simple  typo- 
graphical errors.  Last-minute  changes  in  data  are  one  of  the  most  frequent  reasons  errata  sheets 
are  necessary. 

Errata  sheets  list  the  page  number  of  the  errors,  the  incorrect  information  and  the  correction 
as  follows: 

Page  For  Read 

45,  line  6         ABC  Consultants         XYZ  Consultants 

The  proofreading  checklist  can  help  to  avoid  the  need  for  last-minute  corrections. 
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Glossary  of  Terms 


contamination 

criteria 

dermal  absorption 
endpoim 
tcological  receptor 

EPA 
ERA 
ESA 
exposure 


exposure 
pathway 

full  depth  site 
condition 

generic  criteria 


refers  to  a  chemical  which  is  present  in  soil  or  other  material 
to  which  this  guideline  applies,  at  a  concentration  greater  than 
background,  or  which  is  not  naturally  occurring  in  the  soil  or 
other  material  to  which  (his  guideline  applies. 

are  numerical  values  for  the  concentrau  ons  of  chemical 
substances  is  soil,  groundwater  and  *~*j™~**  that  relate  to  the 
suitability  of  a  site,  for  specific  uses  and  land-use  categories. 

means  the  process  by  which  a  <*— ■*— i  enters  the  circulatory 
system  following  exposure  to  or  contact  with  die  skin. 

refers  to  an  effect  on  a  human  or  ecological  receptor  that  can 
be  measured  and  described  in  some  quantitative  fashion. 

means  a  nonhuman  organism  identified  as  potentially 
experiencing  adverse  impacts  from  exposure  to  a  nywmiwrt 
either  directly  through  contact  or  indirectly  through  food  chain 
transfer. 

Envmnmenal  Protection  Act  (R.S.O  1990) 
Ecological  risk  assessment 
Environmental  site  mrnnrnt 

means  the  contact  between  a  contaminant  and  an  individual  or 
population.  The  exposure  may  occur  through  pathways  such  as 
ingestion,  dermal  absorption  or  inhalation. 

means  the  route  by  which  a  receptor  comes  into  contact  with  1 

cortf  iminanl 

means  that  neither  the  surface  and  subsurface  soil  quality 
exceeds  the  soil  quality  criteria  specified  in  Tables  A  or  B. 

are  the  criteria  for  soil,  groundwater  and  wtinunt  quality, 
which  are  listed  in  Tables  A  to  D. 


Guidem*  lor  mt  at  ContunnahKj  ; 


XI 
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Part  Two:Writing  and  producing  reports 


o 


Getting  started 


The  actual  writing  of  a  report  begins  once  you  have  gathered  all  your  information.  The 
following  suggestions  may  help  you  get  started. 

1.  Write  a  one-sentence  summary  of  the  basic  message  of  the  report 

2.  Decide  on  the  best  organizational  Framework  (building  block,  straight-line  or 
inverted  pyramid)  for  your  information. 

3.  Write  an  outline  for  the  body  of  the  report  and  for  the  back  matter  (including  the 
appendix). 

4.  Sort  your  information  according  to  the  outline. 

5.  Write  the  introduction. 

6.  Write  the  body  of  the  report  and  prepare  the  visuals. 

7.  Write  and  assemble  the  back  matter. 

8.  Write  the  executive  summary  and  the  abstract 


O       Principles  of  plain  writing 


Plain  writing  gets  your  message  across  more  effectively.  It  requires  less  effort  on  the  part 
of  your  reader  because  it  is  shorter  and  clearer.  Plain  writing  also  reduces  the  possibility 
of  misunderstanding.  Scientific  and  complex  information  can  be  written  clearly  without 
sacrificing  accuracy. 

The  following  principles  will  help  make  any  kind  of  writing  easier  to  understand. 

1.  Understand  your  objective. 

2.  Keep  your  reader  in  mind  at  all  times. 

3.  Use  parallel  structure. 

4.  Be  consistent. 

5.  Be  coherent 

6.  Avoid  ambiguity. 

7.  Be  concise. 

8.  Edit  text  ruthlessly. 


22 


Understand  your  objective 


A  clear  objective  is  the  foundation  of  a  clearly  written  report.  The  key  question  to  keep  in  mind 
is  "What  is  the  purpose  of  this  report?"  Whatever  the  purpose,  define  it  in  one  sentence  and 
make  sure  your  supervisor  agrees  with  it. 


Keep  your  reader  in  mind 


When  you  are  writing  a  report,  think  about  the  person  who  will  be  reading  it  Most  scientific 
reports  published  by  the  ministry  are  read  by  two  distinct  groups:  subject  experts  and  inter- 
ested members  of  the  public,  including  the  media.  Make  sure  you  have  included  all  vital 
information  and  that  it  flows  logically. 

It  is  especially  important  to  write  the  executive  summary  and  the  abstract  in  plain  language 
so  that  non-expert  readers  can  gain  a  clear  understanding  of  the  report  All  readers  will  appre- 
ciate writing  that  is  as  simple,  as  clear  and  as  well  organized  as  possible. 


Use  parallel  structure 


Parallel  structure  means  matching  like  parts  in  any  sentence,  clause,  phrase,  title,  heading, 
etc.  Parallel  structure  helps  readers  understand  the  meaning  of  your  text  and  achieves  word 
economy. 

Parallel  structure  also  makes  it  easier  for  readers  to  understand  the  relationship  between  ideas. 

Parallel  structure:  He  was  responsible  for  preparing  the  report  as  well  as  heating  the  liquid, 
mixing  the  ingredients  and  observing  the  results.  All  the  bold-face  words  in  this  sentence  are 
the  same  part  of  speech  (participles). 

Non-parallel  structure:  He  was  responsible  for  the  preparation  of  the  report  as  well  as  heat- 
ing the  liquid,  mixing  the  ingredients  and  observation  of  the  results.  The  bold-face  words  in 
this  sentence  are  not  the  same  parts  of  speech. 

Also  use  parallel  structure  in  lists. 

Parallel  structure:  The  report  recommends  the  following  actions: 

*  prohibit  public  access  to  affected  areas 

*  excavate  contaminated  soils  to  a  depth  of  three  meters 

*  replace  contaminated  soils  with  clean  fill 

*  transport  contaminated  soils  to  designated  disposal  sites 

Every  item  on  this  list  starts  with  a  verb. 
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Be  consistent 


Be  consistent  in  the  way  you  treat  each  aspect  of  writing  your  report  Treat  every  subject  in 
the  same  way,  discuss  every  aspect  of  every  subject  in  the  same  order.  Label  all  maps  the  same 
way,  using  the  same  type  faces  and  the  same  organizational  structure.  The  way  you  organize 
your  material,  the  point  of  view  you  present,  the  tense  you  use,  the  style  in  which  you  write 
and  the  way  you  present  your  data  and  visuals  should  be  constant  throughout  the  report 


Be  coherent 

Coherence  in  a  report  means  that  the  various  pieces  of  the  report  go  together  in  an  obvious 
way  so  that  the  reader  is  not  forced  to  guess  about  the  relationships. 

Different  levels  of  headings  help  to  make  a  report  coherent  Connecting  word  bridges  also 
help  explain  the  relationship  between  ideas. 

Examples  of  word  bridges  include: 


in  addition 

in  spite  of 

also 

at  the  same  time 

yet 

similarly 

nevertheless 

in  contrast  to 

The  most  important  thing  to  remember  is  that  your  text  should  flow  logically  and  smoothly 
from  one  idea  to  the  next 


Avoid  ambiguity 

Try  to  ensure  that  your  writing  can  be  interpreted  in  only  one  way  Grammatical  errors  are 
often,  but  not  always,  the  cause  of  ambiguity.  The  following  sentence  is  an  example  of  an 
ambiguous  sentence  which  is  grammatically  correct 

Ambiguity:  You  will  be  fortunate  indeed  if  you  have  this  person  work  for  you. 

Meaning  No.  I:     The  employee  is  a  good  worker. 

Meaning  No.  2:     The  prospective  employer  would  have  to  be  very  fortunate  to 
get  this  lazy  individual  to  perform. 

Misplacing  modifying  words  or  clauses  is  a  common  cause  of  ambiguity.  As  a  general  rule, 
keep  related  sentence  elements  together  and  place  modifiers  as  close  as  possible  to  the  word 
or  words  they  modify. 

Misplaced  modifier:  Standing  on  the  dock,  many  sailboats  were  seen.  (Sailboats  were  not 
standing  on  the  dock.) 
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Be  concise 


Try  to  use  as  few  words  as  possible  to  get  your  point  across.  Choose  words  which  are  simple, 
concrete  and  direct  When  you  are  writing,  get  to  the  point  as  quickly  as  possible.  In  geome- 
try, the  shortest  distance  between  any  two  points  is  a  straight  line;  in  writing  it  is  usually  with 
the  fewest  words  possible. 

The  following  suggestions  can  make  your  writing  more  concise: 

1.  Keep  sentences  as  short  as  possible.  Twenty  words  or  less  is  ideal.  Avoid  complex 
sentence  structure. 


2.  Avoid  redundant  or  wordy  expressions. 


Replace: 

With: 

general  consensus 

consensus 

advance  planning 

planning 

exactly  the  same 

identical 

at  this  point  in  time 

now 

in  order  to 

to 

for  the  purpose  of 

to 

in  the  event  that 

if  or  when 

eliminate  the  possibility 

prevent 

for  the  reason  that 

because 

on  behalf  of 

for 

despite  the  fact  that 

although 

prior  to  or  previous  to 

before 

until  such  time  as 

until 

give  encouragement  to 

encourage 

Refer  to  the  plain  language  section  in  the  Canadian  Press  Stylebook  for  additional 
examples  of  plain  language  choices. 

3.  Avoid  wordy  sentences  and  phrases. 

Replace:  The  improbability  of  the  eventual  n  on -participation  of  the 
antibodies  in  the  reaction  is  something  which  the  authors  of  this 
report  are  not  disinclined  to  admit 

With:  Antibodies  may  play  a  role  in  this  reaction. 

4.  Avoid  jargon  and  doublespeak.  Every  profession  has  it  specialized  terms  which 
are  often  indispensable.  Use  technical  terms  only  when  necessary.  Reports  which 
use  a  number  of  technical  terms  should  have  a  glossary  of  terms. 

5.  Prefer  active  verbs  (e.g.,  to  do)  to  passive  verbs  (e.g.,  to  be  done).  The  active  voice 
tends  to  be  more  positive  and  direct  than  the  passive.  Using  the  active  voice  also 
reduces  the  number  of  words  in  a  sentence. 

6.  Edit  text  ruthlessly. 
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Excess  words,  redundant  expressions  or  ambiguous  sentences  can  often  slip  into  a  report  while 
your  attention  is  on  the  subject  matter.  The  best  time  to  concentrate  on  eliminating  excess 
material  is  during  the  editing  stage.  Eliminate  everything  that  is  not  essential  to  your  basic 
message. 

While  you  are  editing  the  report,  check  for  omissions,  spelling  errors,  typographical  errors  and 
mathematical  errors  in  tables.  The  ministry  uses  Canadian  Press  spelling.  Make  sure  your 
spelling  is  consistent 


O       Producing  the  report 


Introduction 


Producing  a  report  includes  the  following  steps: 

*  having  the  report  typed  (word  processed)  and  formatted 

*  assigning  cumbers  to  pages,  tables  and  visuals  [pagination) 

*  proofreading  the  report  for  errors  and  inconsistencies 

After  you  have  proofread  your  report,  it  goes  to  the  Communications  Branch  for  review  and 
assessment  of  the  communications  requirements. 


Physical  format 


A  report  should  have  a  consistent  physical  format  Headings  of  similar  levels  should  have  iden- 
tical typefaces  and  be  on  the  same  location  on  the  page  (centred,  flush  with  the  left  margin  or 
indented).  Spacing  should  be  consistent  throughout  the  report  as  well. 

A  format  guide,  showing  all  types  of  heads  and  spacing  between  sections,  may  help.  You  might 
find  such  a  guide  useful  when  you  are  proofing  the  report 

The  following  general  format  specifications  my  be  helpful: 

•  plain  white  bond  paper,  8-1/2"  x  11" 
■  double  or  1-1/2  space 

•  10  or  12-point  font  (Times  Roman  or  other  serif  typeface) 

•  10  characters  per  inch 

•  55-60  characters  per  line 

•  left-justified,  ragged  right 

•  block  paragraphs  (not  indented) 

•  chapter  headings  in  upper  case 

•  sub-headings  in  upper  (first  letter)  and  lower  case 

•  pagination  -  bottom  centre 

•  front  matter  numbered  in  lower-case 

•  roman  numerals  (see  following  section) 
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Pagination 

Pagination  takes  place  during  word  processing  or  typing.  A  specific  numbering  system  is  used 
for  formal  reports. 

The  outer  cover  page  and  the  inside  cover  page  count  as  two  pages,  although  numbers  do  not 
appear  on  them. 

All  items  in  the  front  matter  are  numbered  by  roman  numerals  in  lower  case.  The  abstract  is 
usually  on  page  vi,  after  the  table  of  contents  and  any  lists  of  tables  and/or  figures.  Refer  to 
the  section  on  the  table  of  contents  (page  5). 

All  pages  in  the  main  body  of  the  text,  including  pages  with  illustrations  or  maps,  are  num- 
bered with  arabic  numerals.  Numbers  to  not  appear  on  the  first  page  of  major  sections  or 
chapters  of  the  report 

Pages  in  the  back  matter  are  also  numbered  with  arabic  numbers,  continuing  in  sequence  with 
the  numbering  in  the  body.  Appendices  are  numbered  separately. 

Appendices  are  labelled  by  letters  -  A,  B,  C,  etc.  and  page  numbers  are  written  A-l,  A-2,  A-3  etc. 


Final  editing  and  proofreading  checklist 

When  you  have  finished  writing  and  editing  a  report,  it  is  important  to  review  the  report  one 
more  time  to  ensure  that  the  report  is  accurate. 

It  is  easy  to  miss  errors  when  you  proofread  something  you  wrote  because  your  eye  tends  to 
see  what  it  expects.  Whenever  possible  have  another  person  proofread  the  report  for  you. 

The  following  checklist  will  help  you  focus  on  the  most  common  areas  where  errors  occur  and 
provide  a  systematic  approach  to  proofreading. 


Content 


1.  Make  sure  all  sections  of  the  report  are  complete  and  in  the  correct  order.  Pay 
particular  attention  to  the  table  of  contents  and  the  appendices. 

2.  Make  sure  all  the  data  sources  are  documented. 

3.  Make  sure  the  executive  summary  is  comprehensive  and  written  in  plain 
language. 

4.  Make  sure  the  conclusions  follow  logically  from  the  information  in  the  main 
body  of  the  text 

5.  Provide  environmental  standards  on  appropriate  tables;  highlight  values  exceed- 
ing standards;  and  provide  keys  for  tables  with  scientific  notations. 
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Accuracy 

1.  Recheck  the  report  for  factual  errors. 

2.  Check  that  pages,  tables  and  visuals  are  numbered  and/or  labelled  correctly. 

3.  Make  sure  last-minute  changes  to  data  are  reflected  throughout  the  text,  tables, 
graphs  and  the  executive  summary. 

4.  Check  the  tables  to  make  sure  data  is  accurate  and  column  totals  are  correct  Make 
sure  all  tables  are  complete  and  units  of  measurement  are  correct 

5.  Make  sure  all  references  to  tables  and  visuals  correspond  to  the  correct  page  and 
section  numbers. 

6.  Make  sure  all  reference  numbers  in  the  text  are  correct 

7.  Make  sure  maps  and  diagrams  are  drawn  correctly,  particularly  map  boundaries. 

8.  Make  sure  the  names  of  all  companies  and  place  names  are  spelled  correcdy  and 
are  complete. 

9.  Check  for  spelling  or  typographical  errors,  particularly  in  section  headings  and  in 

labels  on  visuals. 


Style  and  format 


1.  Make  sure  the  tides  in  the  table  of  contents  are  identical  to  tides  throughout  the 
text 

2.  Make  sure  the  format  is  consistent  throughout  Check  headings,  line  spacing  and 
labels  on  tables  and  visuals. 

3.  Make  sure  you  have  used  parallel  structure  throughout  Check  headings  and  labels 
on  tables  and  visuals. 
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The  following  forms  must  accompany  the  original  copy 
when  a  new  report  is  sent  for  approvals  and  printing: 


1.  Approvals  form  with  appropriate  signatures. 

2.  Notice  of  Intent  to  Publish  {ISBN  for  approved  report  will  be  obtained  by 
Communications  Branch), 

3.  Printing  Requisition  with  responsibility  code,  function  code  and  common  object 
code  and  proper  budget  approval  signatures. 

Please  refer  to  the  samples  on  the  following  pages. 
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